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DEFENSE TRAVEL 
MANAGEMENT OFFICE 


OVERVIEW 


*Information current as of  4/08/2010 


The Defense Travel Management Office (DTMO) provides 
central oversight for commercial travel management, travel 
policy and implementation, travel card program management, 
customer support and training, functional oversight of the 
Defense Travel System (DTS), and allowance and entitlement 
program management. 


Mission 
 


Serve as the single focal point for  
commercial travel within the 
Department of Defense. Establish 
strategic direction, set policy, 
and centrally manage commercial 
travel programs.   
 


Vision 
 


Reshaping the Defense Travel 
Enterprise through Results-
Oriented Innovation 
 


   Goals 
 


Balance Customer and 
Stakeholder Satisfaction 


Serve as the DoD Center for 
Travel Excellence 


Manage the DoD Travel 
Enterprise 


Transforming travel policy to make it simple, 
relevant, and flexible 


 


Maintaining system stability, and incrementally 
enhancing and adding functionality to DTS 


 


Completing Commercial Travel Office worldwide 
contract award and implementation 


 


 Integrating performance management and 
expanding the single source for travel data to 
develop a decision support capability 


 


Exploring the best strategy/course of action for 
providing travel services in the future 


Enhancing Commercial Travel Programs  


 


Plan and conduct Government Travel Charge Card 
Pilots 


 


Developing training resources to support a 
knowledgeable travel community  


 
 
 


DTMO is focused on transforming the   


multi-billion dollar Defense Travel Enterprise by  


implementing better solutions and providing  


the best value for the travel community  


GUIDING PRINCIPLES  
 


Trust the Traveler 


 


Travel Accountability 


 


Results-Oriented Innovation 


 


World Class Travel Management 


 


Simple Travel Solutions 


KEY INITIATIVES  








   


DEFENSE TRAVEL SYSTEM  


*Information current as of  4/08/2010 
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The Defense Travel System (DTS) is a fully integrated, 
automated, end-to-end travel management system that enables 
DoD travelers to create authorizations and reservations, receive 
approvals, generate travel vouchers, and receive a split 
disbursement between their bank account and the Government 
Travel Charge Card.  The traveler can access DTS via a single 
web portal available 24 hours a day, seven days a week.  Future 
enhancements include incorporating changes already identified 
and implementing system usability improvements.   


DTS BENEFITS THE DOD TRAVELER  


OVERVIEW 


 


Available via a single web portal 24/7 


Reduced transaction costs 


Timely payment of travel claims 


Rapid creation of travel authorizations and vouchers 


Automated approval process 


Personalized online reservations and itinerary changes 


Detailed pre-travel entitlement 


Direct deposit and split disbursements 


 


DTS training courses, information on DTS support and additional resources are 
available on Travel Explorer (TraX), accessed by registering through DTMO’s web 
portal, at  www.defensetravel.dod.mil/passport 


 


DTS RESOURCES  


Did you know… 
 
DTS operates at over 9,500 


total sites worldwide 


DTS has processed over  
13.2 million approved 
authorizations; over 11.5 
million approved vouchers, 
and is processing on average 
more than 30,000 transactions 
per day  


There are approximately 
100,000 unique DTS logins  
daily   
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GOVERNMENT TRAVEL 
CHARGE CARD PROGRAM 


 


 


OVERVIEW 


*Information current as of  7/07/2010 


The DoD Government Travel Charge Card (GTCC) Program  
provides travelers an effective, convenient, and commercially  
available method to pay for expenses related to official travel,  
including local travel.   


 


 


PROGRAM HIGHLIGHTS 


Use of the GTCC is mandatory for all DoD personnel, with  
few exceptions 


 


The travel card is intended for official travel-related use only 
and should not be used for personal purchases or to cover an-
other traveler’s expenses 


 


Travelers may be reimbursed for automated teller machine 
(ATM) expenses associated with official travel (i.e., withdrawal 
fees, access fees). 


 


The program includes both Individually Billed (IBA) and  
Centrally Billed Accounts (CBA) 


 


Agency Program Coordinators (APCs) are the primary points of contact for travel card information 


 


The Travel Assistance Center (TAC) at 1-888-Help1Go.  If calling from overseas use DSN 312-564-
3950 or dial 809-463-3376 and wait for the beep then dial 1-888-Help1Go, or go to 
www.defensetravel.dod.mil/Passport 


 


CitiDirect Customer Service at 1-800-200-7056 (call collect from outside the U.S. 757-852-9076),  
or access Citi resources online at  www.transactionservices.citigroup.com 


 


Visit the DTMO website for FAQs on GTCC at  www.defensetravel.dod.mil/Passport 


WHERE CAN I GET MORE INFORMATION? 


Traveler Benefits 
 


No interest charges  
 
Delayed late fees 
 
 Insurance benefits  
 
Access to ATM cash advance  
 
Split disbursement when  


using the Defense Travel  
System (DTS)   


 
 


 


TRAVEL CARD TRAINING RESOURCES 


Travel Card 101 training for all cardholders 


 


Travel Card Program Management training for APCs 


 


Available through Travel Explorer (TraX).  To access TraX, register through Passport at 
DTMO’s web portal at:  www.defensetravel.dod.mil/Passport 








   


DOD PREFERRED COMMERCIAL 
LODGING PROGRAMS 


*Information current as of  04/28/2010 
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The LSP provides high quality lodging at rates typically 20% below the lodging portion of per diem.  In 
FY09, the LSP resulted in savings of approximately $3.7M to Government travel accounts when comparing 
the LSP rate to the official lodging portion of per diem.  LSP hotels meet minimum mandatory quality and 
security requirements and are Federal Emergency Management Agency (FEMA) safety compliant.  LSP 
hotel capabilities vary by location in supporting short term stays, extended/long term stays, and meeting/
conference requirements.  Additional program information is available at: http://www.armymwr.com/travel/
lodging/lodging_success.aspx# and http://www.armymwr.com/ portal/travel/lodging/message.asp or phone: 
866-363-5771 (866 DoD LSP1).  Reservation requests may be emailed to: 
centralreservations@redstone.army.mil.  
 


LODGING SUCCESS PROGRAM (LSP) 


National Capital Region 
Fort Belvoir, VA 
Fort Lee, VA 
Fort Eustis, VA 
Fort Monroe, VA 
Charlottesville, VA 
Aberdeen Proving Ground, MD 


Fort Meade, MD 
Atlanta, GA 
Redstone Arsenal, AL 
Fort Rucker, AL 
Miami, FL 
Fort Sam Houston/San Antonio, TX 


Fort Bliss, TX 
Camp Pendleton, CA 
Fort Sill, OK 
Fort Knox, KY 
Fort Leonard Wood, MO 
Fort Huachuca, AZ 


The Navy Elite program offers rates at hotels within a 15 minute commute of selected Naval facilities at the 
Navy’s most frequent travel locations.  The hotel rates are guaranteed to be at or below per diem and are 
offered on a last room availability basis.  There are no deposits required, hotels offer same day cancellation 
policies, and may include additional amenities.  The Navy Elite program is operated by CWTSatoTravel as 
part of their Navy travel service contracts.  Navy travelers can contact their CWTSatoTravel agent for 
reservations. 


NAVY ELITE 


Washington, DC metro area 
Baltimore, MD metro area 
Norfolk, VA  
San Diego, CA 
Los Angeles, CA 
Panama City, FL 
Orlando, FL 
Tampa, FL 
Jacksonville, FL  
Seattle/Tacoma, WA  


New Orleans, LA  
Honolulu, HI 
Great Lakes, IL 
Dallas/Ft. Worth, TX 
Charleston, SC 
St. Louis, MO 
Philadelphia, PA  
Pensacola, FL  
Providence, RI 
Groton/New London, CT 
 


Boston, MA 
Indianapolis, IN 
Atlanta, GA 
Memphis, TN 
Corpus Christi, TX 
Guam 
Bahrain 
Nagasaki, Japan 
Tokyo, Japan 
Rome, Italy 



http://www.armymwr.com/travel/lodging/lodging_success.aspx#�

http://www.armymwr.com/travel/lodging/lodging_success.aspx#�

http://www.armymwr.com/travel/lodging/lodging_success.aspx#�

http://www.armymwr.com/travel/lodging/lodging_success.aspx#�

http://www.armymwr.com/�

http://www.armymwr.com/portal/travel/lodging/message.asp�





DoD travelers are permitted to use the General Services Administration (GSA) FedRooms program.  
FedRooms provides Federal Travel Regulation compliant hotel rooms for federal government travelers 
while on official business. 
 
GSA has partnered with CWTSatoTravel to manage the governmentwide lodging program.  FedRooms is 
an innovative governmentwide program that puts government travelers in FEMA safety compliant rooms at 
or below per diem rates.  The FedRooms program offers additional benefits such as cancellation policies of 
1600 (local time) or later, no early departure fees, no deposits, and no hidden fees.  For more information 
on GSA FedRooms log on to:  http://www.gsa.gov/fedrooms or http://www.fedrooms.com.  To obtain these 
benefits, you must reserve the room with the FedRooms rate – not a government rate. 
 
The Defense Travel System (DTS) highlights FedRooms properties in the lodging display and rooms may 
be booked for most DoD organizations.  Organizations supported by travel agencies not yet interfacing with 
FedRooms will continue to use privatized Army lodging (see below). 


FEDROOMS 


Fort Leavenworth, KS 
Fort Riley, KS 
Fort Hood, TX 
Fort Myer, VA  


Fort Rucker, AL 
Fort Polk, LA 
Fort Sam Houston, TX 
Fort Sill, OK 


Yuma Proving Ground, AZ 
Fort Shafter / Tripler Army 
Medical Center, HI 


DEFENSE TRAVEL SYSTEM PROCESSING PROCEDURES 


*Information current as of  04/28/2010 


The Army has initiated a program to privatize on base government lodging at 81 locations.  The first phase 
is managed by Intercontinental Hotels Group (IHG).  Government lodging converted to PAL will be 
developed into full service hotels and will no longer be considered government lodging and therefore are 
exempt from travel regulations requiring statements of non-availability.  Hotel rates at the converted 
facilities will be below per diem for official travel.  The following locations have been turned over to IHG and 
may be booked at www.ihgarmyhotels.com. 


These preferred programs provide quality lodging for DoD travelers.  Until the DTS is enhanced to 
automate booking each of these programs, you must reserve your lodging as outlined above and enter the 
cost information into the Per Diem Entitlements screen of your DTS travel authorization.  For additional 
information on entering the lodging costs into DTS, see Section 2.7.3.1 of the DTS Document Processing 
Manual at http://www.defensetravel.dod.mil/Training/DTS/Docs/TrnMat/DP_2.pdf.  


PRIVATIZATION OF ARMY LODGING (PAL) 


LONG TERM TDY LODGING  


Paragraph C4560 of the Joint Travel Regulations and paragraph U4140 of the Joint Federal Travel 
Regulations state that “if a traveler is to be TDY at one location for more than 30 days, lodging reservations 
should be made on a weekly, monthly, or other long-term basis if possible.”  In many locations lodging 
accommodations rented for more than 30 days are not subject to state and local taxes, thereby saving your 
organization’s travel funds.  Companies offering long term lodging arrangements under a General Services 
Administration (GSA) Schedule can be found at http://www.gsa.gov/corporatehousing.  These facilities are 
typically in an apartment or condominium type property and may be furnished with all the amenities of a 
home.  
 
In addition to the properties offered by GSA, selected properties in the LSP may also offer long term rentals.  
If you need assistance booking these properties, contact your organization’s supporting commercial travel 
office. 



http://www.gsa.gov/fedrooms�

http://www.fedrooms.com/�

http://www.ihgarmyhotels.com�

http://www.defensetravel.dod.mil/Training/DTS/Docs/TrnMat/DP_2.pdf�

http://www.gsa.gov/corporatehousing�
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The Military Bus Program ensures that commercial bus, van and 
limousine companies offering charter service provide safe 
vehicles that consistently meet DoD-prescribed standards of 
service. Over 400 carriers participate in the program, offering 
ground transportation to all DoD travelers from individual 
passengers to groups, including military movement and recruit 
travel requests.   


The Defense Travel Management Office (DTMO) manages the 
program through an agreement with carriers that establishes 
specific terms, conditions and standards that must be met when 
providing transportation for DoD passengers.  The agreement 
and a list of DoD approved carriers is available at 
www.defensetravel.dod.mil/Docs/BusAgreement. 


 


OVERVIEW 


Booking Bus Transportation 
 


Transportation Offices may 
solicit bids using the DTMO 
approved carrier list  


To submit a bus transportation  
request, go to the DTMO 
website or GOPAX at:  
www.sddc.army.mil 


Forward completed DD Form 
1341 after all movements via fax 
to DTMO at: 703-696-7878 


Report all locally arranged  
moves to the DTMO for 
inspection via email at:  
milbus@dtmo.pentagon.mil 


Report any problems to DTMO  
in writing via fax at:  
703-696-7878 CARRIERS SEEKING DOD APPROVAL  


Prospective carriers must have one year of 
passenger transportation experience, in addition to 
meeting the following requirements: 
 
Successful pre-qualification inspection 


 


Signed Military Bus Agreement 


 


Copy of Operating Authority 


 


Certificate of Insurance 


 


Copy of carrier personnel and complete 
inventory list of equipment 


 


Signed copies of Statement of Common Financial 
or Administrative Control Sheet and  
Drug/Alcohol-Free Workplace Certificate 


 
 
 
 
Standard Carrier Alpha Code 


 


Certified financial statement 


 


Central Contractor Registration at www.ccr.gov 


 


Satisfactory fitness rating 


Over 400 DoD approved carriers offer safe,  
reliable ground transportation 








U.S. GOVERNMENT  RENTAL  
 CAR/TRUCK PROGRAM 


*Information current as of  6/24/2010 
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The U.S. Government Rental Car/Truck Program provides special 
rental benefits and reduced rates to all federal government  
employees on official business.  Designed to meet the needs of 
the federal traveler, the program provides quality rentals through 
16 companies at over 10,000 rental locations. 
 
The Defense Travel Management Office (DTMO) administers the 
program through an agreement with participating rental car  
companies.  The agreement is available at 
www.defensetravel.dod.mil. 
   


 
Free collision damage waiver  


 


 Liability coverage is provided for personal injury, 
wrongful death and property damage 


 


RESERVATIONS AND RATES 


OVERVIEW 


INSURANCE AND DAMAGE LIABILITY 


Benefits 
 
Fixed Rates 


Unlimited Mileage 


Variety of Vehicles 


Convenient Locations 


Liability Insurance 


No Minimum Rental Period 


 


Federal employees can secure negotiated rates under the 
agreement by making reservations through approved booking 
channels (Commercial Travel Office, Defense Travel System, 
Travel Management Center, E-Gov Travel System) 


 


No advanced reservations required 


 


Vehicle contract will be ready upon arrival 
 


 If size/class reserved is not available, company will offer an upgraded 
vehicle at the same cost 


 


Government employees are responsible for ensuring they are charged the 
government rate  


 


Drivers 18 (21 for trucks) and older may rent at no added cost  


 


Additional authorized drivers may be added at no additional cost  


 


 


Resolution and dispute assistance is  
provided through the DTMO Rental 


Vehicle Customer Service Assistance Tool  
at www.defense.travel.dod.mil/Rental 








   


TRAVEL ASSISTANCE CENTER 


*Information current as of  4/08/2010 
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Staffed by a team of trained analysts, the Travel Assistance 
Center (TAC) provides enterprise level support on a range of 
travel-related topics.  The TAC is available to all Department of 
Defense travelers 24 hours a day, seven days a week including 
federal holidays.  


OVERVIEW 


Assisting travelers with… 
 
Defense Travel System (DTS) 


U.S. Government Car/Truck 
Rental Program 


Commercial Air 


Lodging 


Travel Policy 


Government Travel Charge 
Card 


After Hours Recruit 
Assistance 


Travel Allowances and 
Entitlements 


SERVICES 


Provides supplemental support to local help desks 


 


Provides travel assistance to Military Services and Defense 
Agencies before, during and after travel 


 


Supports Commercial Travel Offices 


 


Offers after hours recruit assistance 


 


Provides DTS Outreach calls twice a month, and open release 
calls.  For more information log on to TraX and visit the 
announcement “DTS Outreach Calls” at 
https://www.defensetravel.dod.mil/Passport/bin/Passport 








  


TRAVEL TRAINING PROGRAM 


*Information current as of  7/07/2010 
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The Defense Travel Management Office (DTMO) provides a 
comprehensive set of resources for Military Services and Defense 
Agencies to conduct Defense travel training for all users and 
administrators. 


OVERVIEW 


Travel training resources are  
available through Travel  


Explorer (TraX) 
 
Visit the Training Center to  


access web-based or Distance 
Learning courses and  
demonstrations 


Visit the Knowledge Center to  
access to instructor tools and  
reference materials  


To access TraX, register through 
Passport, DTMO’s web portal at 


www.defensetravel.dod.mil/Passport 


 
 


E-Learning 


Training is available in the following formats: 


Web-based Training – Provides self-paced, on demand  
instruction from your desktop 


Distance Learning – Offers an interactive environment using a 
combination of PowerPoint presentations and live 
demonstrations taught through a live instructor 


Demonstrations – Offers online simulations of DTS functions 
such as creating a voucher or authorization 


Instructor Resources 
Resources and tools specifically designed for instructors or DTAs 
that can be used to enhance instruction of training courses  


Courseware -  Instructor materials, available for both classroom 
and Distance Learning modules, are conveniently formatted for  
formal classroom or web-conferencing presentations. 
Classroom materials include instructor and student guides, and 
supporting PowerPoint demonstrations. Distance Learning 
materials include an instructor guide and a supporting 
PowerPoint demonstration.  Instructor guides can be used as-is 
or customized to meet your training needs 


Enterprise Web-based Training System (EWTS) - Online  
practice tool that mirrors the live (production) DTS software.  
Participants can use EWTS to create and edit mock travel  
documents, build test organizations or routing lists, and much 
more 


Reference Materials  
Valuable resources including manuals, quick references, guides 
and information papers that support travel training.   


 
 


TRAINING RESOURCES 


 
Training Series: 
DTS Basics 
DTS Special Topics 
Defense Travel Administrator 
Authorizing Official and Reviewing 


Officials 
Finance Basics 
Programs and Policies 
 
For a complete list of courses, visit the 
Training Center in TraX 








 


 


As the single focal point for commercial travel within the  
Department of Defense, the Defense Travel Management Office 
(DTMO) serves as the DoD customer interface for the GSA City Pair 
Program and provides oversight for Premium Class Travel and 
unused tickets within DoD.  
 


CITY PAIR PROGRAM  
DoD employees on official travel are required to use the GSA Airline 
City Pair Program.  The City Pair Program offers government 
travelers benefits of service and maximum flexibility in planning 
official travel.  Benefits include: 
Fares priced on one-way routes permitting agencies to plan 


multiple destinations 
No advance purchase required 
No minimum or maximum length stay required 
Fully refundable tickets  
 Last seat availability 
No blackout periods 
Stable prices enabling travel budgeting 
Dual fares availability  


For more information link to GSA at: http://www.gsa.gov 
 


PREMIUM CLASS TRAVEL   
DoD policy requires coach (economy) class travel accommodations 
be used when performing official government travel.  Official travel 
in premium class (first and business) is granted only by exception 
and must be authorized in advance of actual travel.   Exceptions 
are: 
Coach class is not available 
Use is required due to medical needs 
Required by security circumstances 
Required because of agency mission 


COMMERCIAL AIR 


*Information current as of  4/08/2010 


 
More About the  


City Pair Program  
 


The City Pair Program (CPP) 
includes 11 carriers in nearly 
5,000 city pair markets 


 
The CPP offers average  


savings of 61 to 82 percent 
below comparable  
commercial full air fares,  
saving the federal government 
billions of dollars annually 
 


CPP includes dual fare avail-
ability in over 2300 city pairs, 
there are two contract fares, a 
highly  
discounted unrestricted fare 
and a capacity controlled fare 
with a deeper discount  
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OVERVIEW 


Use the Premium Class Travel Reporting Tool at: https://www.defensetravel.dod.mil/PremiumTravel   
to report your premium class travel.   
 


UNUSED TICKETS 
It is essential that every traveler who cancels a trip after his/her airline ticket has been issued notify their 
Commercial Travel Office/Transportation Office.  If a trip is cancelled before travel begins and the 
authorization has been approved/ticketed you may cancel the authorization by using the “trip cancel” 
feature in DTS.    
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OVERSEAS COST OF 
LIVING ALLOWANCE 


OVERVIEW 


The Overseas Cost of Living Allowance (COLA) is a non-taxable  
supplemental pay allowance, designed to offset overseas prices of  
non-housing goods and services.  It affects approximately 260,000  
Service members at 600 locations overseas, including Alaska and 
Hawaii. Approximately $1.8 billion is paid in Overseas Cost of Living  
Allowances annually.  


*Information current as of  4/08/2010 


Visit the DTMO website for 
more information: 
 
 COLA Calculator (Rate 


Query Tool) 


 COLA Indexes 


 Pay Tables 


 Frequently Asked  
Questions 


 COLA Video 


 Current Living Pattern Sur-
vey Information 


 Country Allowance  
Coordinator Information 


HOW OVERSEAS COLA IS CALCULATED 
 


Overseas COLA is intended to equalize purchasing power. The prices 
of goods and services overseas are compared with the prices of 
equivalent goods and services in the United States.  The result of this 
price comparison is an index that reflects a cost of living. If prices in 
CONUS are rising at a greater rate than those overseas, your  
Overseas COLA will decrease, and vice versa. However, if prices rise 
or fall at the same rate, your Overseas COLA will stay the same.   
 
Two surveys determine the relative cost of living overseas compared 
with the U.S.: 
 Living Pattern Survey (LPS) - asks Service members where they 


shop (e.g., Commissary, Exchange, catalog, internet) and what  
percentage of goods they purchase at each of these places  


Service members can have a direct impact on Overseas COLA  
indexes by participating in the LPS 


Retail Price Schedule (RPS or Market Basket Survey) - annually 
prices approximately 120 goods and services based on information 
from the Living Pattern Survey 


 


KEY FACTS 
 


Overseas COLA is not a fixed amount and may vary for each Service  
member. Payments are determined by:   


 Location 
 Rank 
 Years of Service 
 Number of Dependents 


Overseas COLA is only based on a Service member’s income, not a 
spouses’ 


Overseas COLA fluctuations should be considered in household  
budgeting and fixed expenses, such as car payments, should be based 
on what a Service member can afford without Overseas COLA 


Overseas COLA will fluctuate based on the exchange rate and could go 
up or down from pay period to pay period 





